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Meaning and Definition of Resume 

Meaning of Resume or Curriculum Vitae (CV) is a brief summary or description of 

your educational qualifications, previous work experience, soft and technical skills, 

personal information, etc. Resume is sent to an employer or HR when you are applying 

for a job. 

Chronological, Functional, and Combination Resume are three different formats of 

Resume. It is really important for Job seekers to understand the right format of Resume 

and Cover Letter. 

A resume is a chance for a prospective employee to elicit his suitability for a job 

position to the employer. Evidently, a well-written resume can do wonders for the 

adventures of a job hunt. 

Cover Letter is most important for freshers for creating a good first impression while 

job hunting. Learn how to create an effective cover letter here in detail. 

Generally, the following details are common to all types of resumes 

1. Personal Particulars 

2. Academic qualifications 

3. Education qualifications 

4. Experience section: Functional or chronological 

5. Additional information that may include languages known and things worth 
mentioning 

 
Common Parts Of A Resume 

• Contact information: This should include one’s name, address, phone number 
etc. 

• Objective(optional): The objective of a candidate should be in relation to the job 
being applied for. 

https://www.toppr.com/guides/business-correspondence-and-reporting/resume-writing/cover-letter/
https://www.toppr.com/guides/business-correspondence-and-reporting/resume-writing/cover-letter/
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• Education section: This section elicits one’s educational qualifications and details. 
In general, we should limit these details to the major qualifications. 

• Experience section: Candidates with experience of working in the field can use 
this section to their advantage. Generally, the experience is listed in reverse 
chronological order. 

• Skills: This section illustrates the various skills, strengths, and knowledge that the 
applicant posses, making him competent for the job. 

• Projects: To point out the work done in the field of work, a candidate can use the 
projects section. 

• Activities:  The activities section puts forward the applicant’s membership in 
organizations. 

• Honours: Lastly, the honours section can be used to showcase the applicant’s 
awards, achievements, and scholarships. 

Formats of Resume 

• Chronological Resume Format – Most commonly preferred resume 

• Functional Resume Format – Resume for employees with multiple numbers of 
skills 

• Combination Resume Format – Resume for employees with long work 
experience and employment history 

Three most common formats of resume are Chronological Resume, Functional 

Resume, and Combination (Hybrid) Resume Format. 

Chronological or Reverse Chronological is the most commonly preferred resume 

format by recruiters and Hiring Managers. Because readability of chronological 

resume format is easy to understand. 

If you have multiple skills then you should go for a Functional Resume. 

And employees with an extensive work experience should go for combination aka 

hybrid format. Because combination format allows showing multiple career 

achievements and skills. 
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Chronological Resume Formats 

The chronological resume is the most commonly used resume in 

the professional world. This is primarily because this format of 

resume is easy to scan and puts emphasis on professional details 

including work history. As a matter of fact, the work experience 

of a candidate is listed in reverse chronological format. This 

makes it one of the best resume format. 

In other words, a chronological resume lists out the progression 

of the applicant’s career from the past to the present. To point 

out, this type of resume puts emphasis on a candidate’s career. 

Hence, such a resume is tailored for candidates with loads of 

experience. Employers often look for experience, because such 

candidates need only a little conditioning before working on 

projects. 

A chronological resume is not an alternative for candidates who 

are beginning their career, changing the field of work, have gaps 

in career history or have frequently changed jobs. 
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Functional Resume Formats 
A functional resume, unlike the other formats of resume, 

focuses on the skills and experiences that prove the 

competence of a candidate. 

Evidently, it does not emphasize the work history of a 

candidate. Rather it highlights the skill set developed by a 

candidate that makes him suitable for selection. 

Thus, a functional resume is not suitable for an applicant 

with little or no work experience. In fact, the functional 

resume is a nice alternative for the ones who have to skip 

the chronological resume. 

This means a functional resume works well for people 

who are beginning their career, changing their field of 

work, have gaps in the work history or have frequently 

changed jobs. 
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Combination Resume Formats 

The combination resume lies in the middle 

of the two extremes, chronological and 

functional resume. The resume starts with a 

summary of the skills and strengths of the 

candidate followed by his work history. As 

can be seen, neither the work history nor the 

skillset is the subject matter of the resume. 

This means that a combination resume 

provides just enough information to the 

employer by mentioning the work history 

and skillsets in a manner that neither of them 

gets into the limelight. In essence, this type 

of resume gets the best out of both the 

functional and chronological resume. 
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Cover Letter Format 

A correct format of a cover letter is very important for your first impression in a job 

search. Format of a cover letter is very simple, but it is not easy to write a cover letter. 

You have to make sure you are using right words and phrases. Here are some tips and 

guide to writing a cover letter in the right way. 

Date and Contact Details: Cover letter starts with a date and your contact details. You 

should mention this on the left side of the letter. 

Recipients information: Mention the name and job title of the person to whom you 

are writing the letter. For example, the name can be Hemant Kumar and job title can be 

a Hiring Manager or Nikunj Verma, Assistant Director. This will also make the hiring 

manager feel like something is written especially for him or her. 

Salutation: Before you start the letter, address the hiring manager with a 

salutation like “Dear (Hiring Manager name).” For e.g. “Dear Hemant Kumar”. This is 

the very first thing the hiring manager will see. 

Opening Paragraph: In the first paragraph you introduce yourself, and include for 

which position you are applying. 

Middle Paragraph: In the second paragraph you should give information about your 

past work experience and career. Also don’t forget to highlight achievements, that will 

be a plus point.  

Last Paragraph: In the last paragraph, you acknowledge the information and tell 

when are you available for the interview. 

End: End the letter with regards and your good name. 
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Sample Cover Letter for a Job of Teacher 

Here are cover letter samples when you are applying for a job of teacher or coach in 

any school or colleges. 

December 10, 2017 

Ted Mosby 

Smith College, 250W. 55th Street 

New York 

mosby@metmotheratlast.com 

  

Cat Goddard 

Assistant Director 

REAL kids/Harlem RBI 

333 East, 100th Street 

New York, NY 10029 

  

Dear Mr. Goddard, 
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I am a first-year student at Smith College, pleased to apply for the position of teacher 

with the 2018 REAL kids/Harlem summer program which I saw in your careers 

database. Armed with my inclination towards youth incubation and team sports, I am 

drawn towards this position as an opportunity to make a positive impact in the lives of 

the city youth. 

I have good experience working with children in arts and athletic settings. As a Coach 

of Hardball League, I planned practices for beginners which motivated all players to do 

their best. Again, I worked as an Arts Leader for Fine Arts for Kids in Miami, 

inculcating in them the lessons or arts and sports, free of cost. The motivation behind 

this venture was to allow underprivileged children to explore their creative sides 

without bothering the school’s depleting funds. 

As a coach with Harlem League, I would like to share some important lessons and best 

practices about leadership, group decisions, teamwork and motivation which I have 

learned so far from my experience. I am really excited about this opportunity to inspire 

your students to play and grow. I am available for a telephone or face to face interview 

at your convenience. Looking forward to hearing from you soon. 

Sincerely, 

Ted Mosby 
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